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STATEMENT? OF PURPOSE, ACCOMPLISHMENTS AND PROGRAM OUTLOOK 


le STATEVENT OF PURPOSE 


fae Processing and Records Division is responsible for processing 
ersamel ections, maintaining the official inventory of 
Q positions and the official personnel records of Agency 
pnp and for operating a central processing service for personnel 
performing official travel. 


2. STATEMENT OF DEVELOPHENTS AND ACCOMPLISHMENTS 


Prior to the reorgenization of the Office of Pergonnel. in 

tenber 1953, the processing and records activities wers carried on 
‘in ee ent ergenizational components of the Office of Person=- 
nele The processing of persomiel actions and the maintenence of the 
position inventory and expleyes files were performed separately by 
the former Overt and Covert Personnel Divisions; the maintenance of 
eppifem? files and the preparation ef correspondence were the respon~. —. 
sibility of the Persomel Procurement Division, Consolidation of these 
functions. in a single orgmizetional unit hes made it possible to can- 
solidate recorde and establish uniform procedures for the handling af 
these fonotions. During the past year, emphaazis has been placed on the 
standardisation of Official facsental Folders, insiw*ing prompt handling © 
of correspomlence, and enlarging and improving services to employees oe 
departing for or returning fron overseas snsignmentse ie 


qhe extent of the services performed by the Processing and Recoxis 


- Division is conveniently desaribed in statistical terms. During fiscal . 
year 195), the Division processed IJ security initiations es the 25X1A 


first step. in processing initial enployment of prospective employeess . 
iniividuels were processed for entrance on duty in the Agency and 
‘inservice. personnel actions were completed, The Cerrespondence 
Branch, which prepares most of the applicant correspondence emanating fron 
the Office of Parsonnel, prepsred and dispatehed 39,001 letters. The 
tima lag for the preperation of this correspondence is usually within | 

2h hours of the receipt of a request in the Branche | 


The services furnished by this Division make it possible for . 
personnel who are performing official travel to complete necessary 
personal, transportation, medical, and incidental travel srrangenents | 
through a central point rather than threugh the many separate adminia- 
trative offices comernsd with these sctivities. During fiscal year 
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195) the Branch assumed the additional funetion of arranging e211 travel 

reservations and handling all contacts with camon carriers in eomece 

tion with the transportation of Agenay employees. Statistically the 
hments of the Branch can be summarized as follows: 


Procedural improvenmts included a streamlined suspense system 
for periodic step-inereases, establishment of a lecator a to 
facilitate handling of credit, telephone and mail inquiries, 
ampreved metheds for controlling penete of personnel teovalitneg 
overaeass 


3o STATEMENT OF PROGRAM OUTLOOK 


It is anticipated that the activities of the Processing and Records 
Division will continue at approximately their current level during the 


next year or to. Exceptions to this general outlook will be influenced 


by the impact of imlenentation of the procedures for admittance into 
the Career Staff. Plans for improving the services offered by this 
Division include the following: 


ae Establishment of mre ef fectd.ve controk of Official — 
Persone] Folders with particular enphasis being given to security 
considerations pertinent to the maintenance and dissemination of 
this type of information, 


: _ Providing mere thorough briefing of departing travellers 
by sapeonieg procedures for obtaining detailed current information 7 
as to living conditions and general. environmental factors at all. 
overseas stations. 


be Hes - Gattimning review ant revizicn' af fora letters ee oe 
applicant correspondence to ingure currency and to personalise 
writing as mush as possible. : 
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